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POLI CE COMMUNI CATI ONS OFFI CER

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This <class enconpasses responsible entrance-level work in
operating police communications equi pnment. Enpl oyees of this
class answer police telephones, dispatch police units, and
perform other related duties follow ng department procedures.
Duties of this class are non-supervisory in nature and require
the ability to act independently follow ng standard operating
procedures. Police Communications Oficers report to and have
work reviewed by the Police Comrunicati ons Supervisor.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Takes conplaints from citizens, either in person or over the
t el ephone, and obtains as nuch information as possible. Enters
all conplaints and related information into computer by use of
conputer keyboard, using appropriate codes and signals.
Di spatches police unit(s) followi ng departnental procedures.
Keeps track of the location, time, mleage and status of each
unit at all times. Takes requests for assistance fromunits and
provides for requested assistance follow ng departnental
procedures. Relays information or answers questions which cone
in by radio fromfield units.

Operates conputer to send or receive messages. Calls State
Police or other |aw enforcenment agencies by phone or radio to
send or receive messages concerning auto licenses, drivers

i censes, runaways, or other related matters. Notifies speci al
units or agenci es desi gnated by departnment procedures in speci al
or enmergency situations. Answers all police departnment non-
energency tel ephones and takes appropriate action as desi gnated
by departnent policy. Operates office paging or intercomsystem
to relay nessages and information to departnent personnel.

Keeps records and wites reports relating to Fire Comruni cati ons
Di vi si on.

Perfornms any tasks which are required to conply with FCC
regul ati ons.

Performs any related duties assigned.
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QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be met by the filing deadline for application for adnission to
the exam nation.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
States and nust pass a civil service examnation for that
position.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must be at | east eighteen (18) years of age.

After offer of enploynent, but before beginning work in this
cl ass, nmust pass a nmedi cal exan nation prepared and adm ni stered
by an aut hori zed Doct or authorized by the Appointing Authority,
designed to denonstrate good health and physical fitness
sufficient to performthe essential duties of the position, with
or without reasonable accomopdati on.

ZA 05-17-82
Rev 05-23-83
06- 24- 97
09-03-99
06-25-02
09-30-02
12-16-
03



